RECORDS

FEDERAL Retirement! Reference! Recycling (Disposition)
sevaerll [he 3Rs of Basic Records Management

This training is an exercise-based class that hefps

participants devefop the knowfedge and skills to
fufﬁ'ﬂ their records mandgement responsibﬂities

and improve cﬁi’ce fﬁ"icienqy.

Topics covered include:
+Applying agencyrecords schedulesand the General Records Schedule;
4+ Determining what records should be transferred to the records center;

#Proper completion of the Standard Form 135 (58F135), Records Transmittal and
Receipt Form, and the Optional Form 11 {OF11}), Reference Request-Federal Records,
and the Notice of Eligibility for Disposal {(NA Form 13001).

- FREE! FREE! FREE! FREE! FREE! FREE! FREEF!
Fi07 Schedule:

Date Location
December 13, 2006 Waltham MA
March 21, 2007 Waltham MA
June 20, 2007 Worcester MA
August 22, 2007 Waltham MA

To regster for classes please contact Kathleen ©' Connor via e-mail:

lathleen. o’ connor (@rara . ooy

NATIONAL ARCHIVES AND RECORDE ADMINISTRATION
NEREGION, FREDERICEK C. MURPFHY FEDERAL CENTER
320 TRAPELO ED.

WALTHAM, MA 02452

Phone: 781-663-0138 * Fax: 781-663-0154




